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TRAVEL APPLICATION

Request

HELPFUL HINTS

1 Authorization for employee travel for trips with the same business purpose, which can consist of
multiple trips throughout a fiscal year.

1 A Blanket Travel Authorization (BTA) allows travelers to submit a request for mileage to be used
multiple times throughout the designated timeframe.

1 BTA’s can be created at any time during the calendar year; however all BTA’s expire at the end
of the fiscal year (June 30).

PROCEDURE

1. To create a Blanket Travel Authorization, click on new request.
2.
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4. Click the Expenses tab.

5. Select the expense type.

6. For mileage, enter an estimated distance. Add a com reET1.27 Tm2 72 nce. Add a com reET1.27 Tm2 -
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